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Office Safety Puzzle
Complete the crossword below
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Down
1. Keep file cabinet and desk drawers closed to 
prevent _________.
2. Pick up ________ _______ (paper clips, paper, 
pencils, pens, books, etc.) on the floor wherever and 
whenever you see them.
3. ______ __________ to reduce glare on your 
monitor.
4. ________ should be kept away from electrical floor 
outlets or equipment; a spill could cause an electrical 
short or fire.
5. In the classroom office, keep your feet, books, 
purses, and other materials out of the __________ 
where someone could trip.
9. Wipe up small spills or report large spills ________ 
before someone slips and falls.
10. Keep your ________ ________ tied.
12. When typing at a keyboard, your forearms should 
be __________ with the floor.
16. ______ _______ on two legs of a chair can allow it 
to fall causing serious injury.
19. Never disconnect electrical equipment with ______ 
________.
20. The mouse should be used with your _______ 
resting on the desk

Across
4. If you are out of the room during a _____ _______ 
drill, you should go to the nearest room and stay there 
until released.
6. The signal for the ________ alarm is a series of 3 
rings of the bell.
7. Use a _______ _______ or stool for high reaching 
objects, do not climb on chairs or desks.
8. During lightning, the ______ precaution you should 
take is to save your work frequently. If possible, turn 
off equipment and unplug all cords from electrical 
outlets.
11. Wipe up ________ immediately to avoid slips.
13. When using the fire extinguisher, you should 
remember the acronym ________ for Pull, Aim, 
Squeeze and Sweep.
14. Cables and ________ ______ lying across the 
floor are considered a safety hazard because you 
could trip over them.
15. _________ is the leading reason for accidents in 
the office.
17. To avoid _____ _______ while looking at a 
monitor, you should place the top line of type at eye 
level.
18. Carry several _______ loads instead of one large 
load.
21. Never ________ electrical equipment by pulling the 
cord.


